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Circular 2008/16
22 January 2008
To
All Schools and Offices
Dear Principal/Manager
PETTY CASH AND POSTAGE CLAIMS

Until recently the Board has been able to issue uncrossed cheques to schools and outcentres, ie Board locations, for petty cash/postage expenses. This flexible arrangement allowed Board staff to cash cheques with relative ease . Unfortunately all UK banks, in line with new regulations issued by the Financial Services Authority designed to combat financial crime, now insist that all cheques must be crossed and lodged to the bank account of the named payee. The Board proposes two alternative courses of action which locations may choose to follow in future:

1
The Board’s bank, the Northern, recognises the practical difficulty that this restriction imposes on Board locations and has agreed a compromise to allow cash to be drawn. From January 2008 such cheques issued by the Board must be presented only at branches of Northern Bank, must bear the name of the officer who would normally present the cheque for payment and proof of identity such as driving licence or passport must be shown.
In future when completing claims it will be necessary to include in the address line the name of the person who will present the cheque at the bank.  It is strongly recommended that one particular individual be identified and assigned that responsibility to avoid payee details being regularly changed in our standing data files.

2
Some locations, particularly schools, operate separate bank accounts for private funds.  It is possible to arrange with the Accounts Section to have expenses paid directly to such bank accounts where presumably withdrawal arrangements already exist.  Details of account number, sort code etc should be provided when submitting the claim.
Please Note: Board monies should not be lodged to personal accounts under any circumstances.

May I assure you that your co-operation in this matter will be much appreciated.

Please direct any queries on this circular to your normal contact person in the Accounts Section.

Yours sincerely

P Kelly

FINANCIAL ACCOUNTANT
